
DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE 

Schedule No. ^ 
Page 1 of 1 DGS 

550-1 

Agency 
Wicomico County Sheri f fs Office 

Division/Unit 
Communications 

Item 
No. 

Description Retention 

1 Maryland Electronic Telecommunications Enforcement 
Resource System Message Log 

Retain 1 year, then 
Destroy 

2 Maryland/ National Crime Information Center 
Dissemination Log 
(Criminal History) 

Retain 3 years per 
Maryland State Police, 
then destroy 

3 Maryland Electronic Telecommunications Enforcement 
Resource System Messages(regular) 

Messages open/closed 

Retain 1 year, then 
Destroy 

4 Maryland Electronic Telecommunications Enforcement 
Resource System / National Crime Information Center 

Audit Reports 
Last 2 most current years 

Retain 4 years then 
Destroy 

5 Maryland Electronic Telecommunications Enforcement 
Resource System / National Crime Information Center 

Validation 
(Online as of 2012) 

Retain 1 years, then 
Destroy 

6 National Crime Information Center Training 
Correspondence 

Retain 2 years, then 
Destroy 

7 Maryland Electronic Telecommunications Enforcement 
Resource System / National Crime Information Center 

/Criminal Justice Information Center Surveys 

Retain 2 years, then 
Destroy 

Schedule Approved by Department, Agency, 
or Division Representat ive. 
Date 

Signature 

Typed Name 

Schedule Author ized by State Archivist 

Date li-T 

Signature 

Title Sheriff 



Instructions -Type or Print a separate form for each 

new or revised record series. Forward with Records 

Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

AGENCY RECORDS INVENTORY Instructions -Type or Print a separate form for each 

new or revised record series. Forward with Records 

Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

PAGE 1 OF 7 

1. Department/Agency 

Wicomico County Sheriff's Office 

401 Naylor Mill Road Salisbury, MD 21801 

2. Division 

Communications 

3. Unit 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. | 

4. Record Series Title 

Maryland Electronic Telecommunications Enforcement Resource System Message Log 

5. Earliest Year/Latest Year 

_2011_to_2012_ 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series.) 

Typed numerical log of messages 

7. Record Series Format(s) List all 

x Letter Size Q Microfilm 

• Legal Size • Computer Tape 

I I Audio Tape Floppy Disk 

• Bound Book f j Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

x Numerical 

I I Chronological 

n Geographical 

• Other (specify) 

9. Volume 
5 
Number 

X File Drawer(s) 

• Microfilm Reel(s) 

[~l Computer Tape(s) 

• Other (specify) 

10. Annual Accumulation 

_825 

x File Drawer(s) 

f l Microfilm Reel(s) 

l~~l Computer Tape(s) 

Other (specify)_ 

11. File is Used 

x Daily • Weekly • Monthly • Annually 

12. File Becomes Inactive After 

Number • Month(s) x Year(s) 

13. Current Locatton(s) (Bldg., Floor. Room) 

401 Naylor Mill Road Salisbury, MD 21801 Communications Room 

14. Is Record Series Duplicated Elsewhere? (If yes. specify agency or office.) 

• Yes X No 

15. Access Restrictions (If Yes. cite Law(s) & Regulation(s) 

x Yes f_J* No Applicable Wicomico County Shenlf's Office 

Policy and Procedures, and Wicomico County Policy and Procedures 

16. Audit Requirements 

x None Q Slate Q Federal Q Independent 

17 Is an Index System used? It yes. explain briefly and describe requirements 

x Yes • No 

These are filed numerically as they are received 

18. Recommended Retention 

Retain 1 Year then Destroy 

19. Name and Title of Preparer 

Deborah A Brannan 

20. Telephone Number 

410-548-4891 

21. Date 

01/09/2013 

DGS 550-4 (Rev. 1/93) 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

AGENCY RECORDS INVENTORY Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 
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1. Department/Agency 

Wicomico County Sheriff's Office 

401 Naylor Mill Road Salisbury, MD 21801 

2. Division 

Communications 

3. Unit 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition 
purposes. 
4. Record Series Title 

Maryland/ National Crime Information Center Dissemination Log 

5. Earliest Year/Latest Year 

_2008_to_2012_ 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the 

series.) 

Required document used for recording Criminal History's that we must retain per Maryland State Police National Crime Information Center audit 

team 

7 Record Series Format(s) List all 

x Letter Size Q Microfilm 

l~l Legal Size Computer Tape 

|~~l Audio Tape [ j Floppy Disk 

[""I Bound Book Q Video Tape 

• Other (specify) 

8 Record Series Sequence 

• Alphabetical 

X Numerical 

l~] Chronological 

["") Geographical 

• Other (specify) 

9. Volume 
5 

Number 

x File Drawer(s) 
[~| Microfilm Reel(s) 
[~"| Computer Tape(s) 
I | Other (specify) 

10. Annual Accumulation 
2000 
Number 

x File Drawer(s) 
|~] Microfilm Reel(s) 
f~] Computer Tape(s) 

Other (specify)_ 

11. File is Used 

x Daily • Weekly • Monthly • Annually 

12, File Becomes Inactive After 

3 

Number • Month(s) x Year(s) 

13. Current Location(s) (Bldg.. Floor, Room) 

401 Naylor Mill Road Salisbury, MD 21801 Communications Room 
14. is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• Yes x No 

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 
x Yes n No Applicable Wicomico County Sheriff's Office 

Policy and Procedures, and Wicomico County Policy and Procedures 

16. Audit Requirements 

x None Q State Q Federal Independent 

17. Is an Index System used? If yes. explain briefly and describe requirements 

X Yes • No 

These are filed numencally as they are received 

18. Recommended Retention 

Retain 3 Years per Maryland State Police, then destroy 

19. Name and Title of Preparer 

Deborah A. Brannan 
20. Telephone Number 

410-548-4891 
21. Date 

01/09/2013 

DGS 550-4 (Rbv. 1/93) 



Instructions -Type or Print a separate form for each 

new or revised record series. Forward with 

Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

AGENCY RECORDS INVENTORY 
Instructions -Type or Print a separate form for each 

new or revised record series. Forward with 

Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 
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1. Department/Agency 

Wicomico County Sheriff's Office 

401 Naylor Mill Road Salisbury, MD 21801 

2. Division 

Communications 

3. Unit 

DEFINITION: RECORD SERIES: A qroup of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 
4. Record Series Title 

Maryland Electronic Telecommunications Enforcement Resource System Messages 

5. Earliest Year/Latest Year 

2011 to 2012 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the 

I series.) 

j A numerical listing for sending messages in and out of state 

7 . Record Series Formats) List all 

x Letler Size Q Microfilm 

fj] Legal Size Q Computer Tape 

• Audio Tape • Floppy Disk 

8. Record Series Sequence 

• Alphabetical 

x Numerical 

• Chronological 

9. Volume 

_5 Number 

X File Drawer(s) 

f~] Microfilm Reel(s) 

[J Computer Tape(s) 

• Other (specify) 

• Bound Book Q~J Video Tape 

Q Olher (specify) 

n Geographical 

• Other (specify) 

10. Annual Accumulation 

_2500 

Number 

i 
i 

X File Drawer(s) 

• Microfilm Reel(s) 

[7] Computer Tape(s) 

Other (specify)_ 

11. File is Used 12. File Becomes Inactive After 

X Daily • Weekly Q Monthly f j Annually 

i 

Number • Month(s) x Year(s) 

13. Current Localion(s) (Bldg., Floor, Room) 

401 Naylor Mill Road Salisbury. MD 21801 Communications Room 

14. Is Record Series Duplicated Elsewhere? (II yes, specify agency or office.) 

• Yes x No 

15. Access Reslrtctions (If Yes, cile Law(s) & Regulation(s) 

x Yes • No Applicable Wicomico County Sheriffs Office 

Policy and Procedures, and Wicomico County Policy and Procedures 

16. Audit Requirements 

xNone n State Q Federal [J] Independent 

17. Is an Index System used? If yes. explain briefly and describe requirements 

x Yes • No 
18. Recommended Retention 

These are filed numerically as they are received Retain 1 Year then Destroy 

19. Name and Title of Preparer 20. Telephone Number 21. Date 

Deborah A. Brannan 410-548-4891 01/09/2013 

•_'GS 5S0-4 (Rev. 1/93) 



Instructions -Type or Prinl a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

AGENCY RECORDS INVENTORY Instructions -Type or Prinl a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 
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1. Department/Agency 

Wicomico County Sheriff's Office 

401 Naylor Mill Road Salisbury. MD 21801 

2. Division 

Communications 

3. Unit 

! DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition 

4. Record Series Title 

Maryland Electronic Telecommunications Enforcement Resource System/ 

National Crime Information Center Audit Reports 

5. Earliest Year/Latest Year 

_2008_to _2012_ 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the 

series.) 

Local agencies results from audit broken down by categories. 

7. Record Series Formal(s) List all 

x Letter Size Microfilm 

|~~] Legal Size Q Computer Tape 

Audio Tape Q Floppy Disk 

• Bound Book • Video Tape 

PI Other (specify) 

8. Record Series Sequence 

Q Alphabetical 

x Numerical 

[ ] Chronological 

• Geographical 

• Other (specify) 

9. Volume 
__5 

x File Drawer(s) 

Q Microfilm Reel(s) 

Computer Tape(s) 

[71 Other (specify) 

10. Annual Accumulation 
30 

Number 

x File Drawer(s) 

• Microfilm Reel(s) 

[~~] Computer Tape(s) 

Other (specify)_ 

11. File is Used 

X Daily • Weekly Q Monthly • Annually 

12. File Becomes Inactive Alter 

4 

Number Q Month(s) x Year(s) 

13. Current Localion(s) (Bldg.. Floor. Room) 
401 Naylor Mill Road Salisbury. MD 21801 Communications Room 

14. Is Record Series Duplicated Elsewhere? (If yes. specify agency or office.) 

• Yes X No 

i5. Access Restrictions (If Yes. cite Law(s) & Regulation(s) 

x Yes Q No Applicable Wicomico County Sheriffs Office 

Policy and Procedures, and Wicomico County Policy and Procedures 

16 Audit Requirements 

x None Q State Q Federal Q Independent 

17. Is an Index System used? If yes. explain briefly and descnbe requirements 

x Yes • No 

These are filed numerically as they are received 

18. Recommended Retention 

Retain 4 Years then Destroy 

19. Name and Title of Preparer 

Deborah A Brannan 

20. Telephone Number 

410-548-4891 

21. Date 

01/09/2013 

DGS 550-4 (Rev 1/93) 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

AGENCY RECORDS INVENTORY Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 
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1 Department/Agency 

Wicomico County Sheriff's Office 

401 Naylor Mill Road Salisbury, MD 21801 

2. Division 

Communications 

3. Unit 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition 
purposes 
4 Record Series Title 

Maryland Electronic Telecommunications Enforcement Resource System/ 

National Crime Information Center Validation 

5. Earliest Year/Latest Year 

_2011_to_2012_ 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the 

series.) 

A monthly list of records entered into Maryland Electronic Telecommunications Enforcement Resource System/ National Crime Information Center 

90 days from the entry date and anything that is annual. 

7. Record Series Format(s) List all 

x Letter Size Q Microfilm 

I I Legal Size Q Computer Tape 

Q Audio Tape Q Floppy Disk 

I"! Bound Book Q Video Tape 

Q Otner (specify) 

8. Record Senes Sequence 

Alphabetical 

x Numerical 

I I Chronological 

PI Geographical 

• Other (specify) 

9. Volume 

5 

Number 

x File Drawerfs) 

I I Microfilm Reel(s) 

I I Computer Tape(s) 

• Other (specify) 

7. Record Series Format(s) List all 

x Letter Size Q Microfilm 

I I Legal Size Q Computer Tape 

Q Audio Tape Q Floppy Disk 

I"! Bound Book Q Video Tape 

Q Otner (specify) 

8. Record Senes Sequence 

Alphabetical 

x Numerical 

I I Chronological 

PI Geographical 

• Other (specify) 
10. Annual Accumulation 
3000 

Number 

x File Drawer(s) 

I I Microfilm Reel(s) 

I I Computer Tape(s) 

Other (specify) 

11. File is Used 

x Daily f j Weekly fj] Monthly Q Annually 

12. File Becomes Inactive After 
1 

Number Q Month(s) X Year(s) 

13. Current Location(s) (Bldg.. Floor. Room) 

401 Naylor Mill Road Salisbury. MD 21801 Communications Room 

14. Is Record Series Duplicated Elsewhere? (If yes. specify agency or office.) 

• Yes x No 

15. Access Restrictions (If Yes. cite Law(s) & Regulation(s) 

x Yes No Applicable Wicomico County Sheriffs Office 

Policy and Procedures, and Wicomico County Policy and Procedures 

16. Audit Requirements 

x None Q State Q Federal Q Independent 

17. Is an Index System used? II yes. explain briefly and describe requirements 

x Yes • No 

These are filed numerically as they are received 

18 Recommended Retention 

Retain 1 Year then Destroy 

19. Name and Title of Preparer 

Deborah A Brannan 

20. Telephone Number 

410-548-4891 

21. Date 

01/09/2013 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

AGENCY RECORDS INVENTORY Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 
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1. Department/Agency 

Wicomico County Sheriff's Office 

401 Naylor Mill Road Salisbury, MD 21801 

2. Division 

Communications 

3. Unit 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition 
purposes 
4. Record Series Title 

National Crime Information Center Training Correspondence 

5. Earliest Year/Latest Year 

_2010_to_2012_ 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the 

series.) 

Written progress of a Police Communications Operator in training. 

7. Record Series Formats) List all 

x Lelter Size [~J Microfilm 

Q Legal Size Q Computer Tape 

[ I Audio Tape J -J Floppy Disk 

LTJ Bound Book • Video Tape 

• Other (specify) 

8 Record Senes Sequence 

• Alphabetical 

X Numerical 

n Chronological 

|~J Geographical 

• Other (specify) 

9. Volume 
5 

Number 

x File Drawer(s) 
• Microfilm Reel(s) 
I I Computer Tape(s) 

• Other (specify) 

10. Annual Accumulation 
50 
Number 

x File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

Other (specify) 

11. File is Used 

I Daily • Weekly Q] Monthly Q] Annually 

12. File Becomes Inactive After 

2 

Number • Month(s) x Year(s) 

13 Current Location(s) (Bldg., Floor, Room) 

401 Naytor Mill Road Salisbury, MD 21801 Communications Room 

14. Is Record Series Duplicated Elsewhere? (It yes. specify agency or office.) 

• Yes x No 

15. Access Restrictions (If Yes. cite Law(s) & Regulation(s) 

x Yes ("J No Applicable Wicomico County Sheriff's Office 

Policy and Procedures, and Wicomico County Policy and Procedures 

16 Audit Requirements 

x None Q State Q] Federal Q] Independent 

17 Is an Index System used? II yes. explain briefly and describe requirements 

x Yes • No 

These are filed numerically as they are received 

18. Recommended Retention 

Retain 2 Years then Destroy 

19. Name and Title of Preparer 

Deborah A Brannan 

20. Telephone Number 

410-548-4891 

21. Date 

01/09/2013 

DGS 550-4 (Rev 1/93) 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward with 

Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

AGENCY RECORDS INVENTORY Instructions -Type or Print a separate form for 

each new or revised record series. Forward with 

Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 
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1 Department/Agency 

Wicomico County Sheriff's Office 

401 Naylor Mill Road Salisbury, MD 21801 

2. Division 

Communications 

3. Unit 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition 
purposes 
4. Record Series Title 

Maryland Electronic Telecommunications Enforcement Resource System National 

Crime information Center/Criminal Justice Information System Surveys 

5. Earliest Year/Latest Year 

2010 to 2012 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the 

series.) 

Survey sent to us from the state or FBI for completion. 

7. Record Series Format(s) List all 8. Record Series Sequence 9. Volume 
g 

x Letter Size Q Microfilm HI Alphabetical Number 

• Legal Size Q Computer Tape X Numerical x File Drawer(s) 

[ | Microfilm Reel(s) 

["1 Audio Tape Q Floppy Disk [~] Chronological • Computer Tape(s) 

["I Other (specify) 

f~l Bound Book Q Video Tape • Geographical 

10. Annual Accumulation 

• Other (specify) HI Other (specify) 2 

Number 

x File Drawer(s) 

• Microfilm Reel(s) 

["") Computer Tape(s) 

Other (specify)_ 

11. File is Used 

x Daily • Weekly • Monthly • Annually 

12. File Becomes Inactive After 

2 

Number Q Month(s) x Year(s) 

13 Current Localion(s) (Bldg., Floor. Room) 

401 Naylor Mill Road Salisbury. MD 21801 Communications Room 

14. Is Record Series Duplicated Elsewhere? (If yes. specify agency or office.) 

• Yes x No 

15. Access Restrictions (If Yes, cite Law(s) & Regulatton(s) 

x Yes Q No Applicable Wicomico County Sheriff's Office 

Policy and Procedures, and Wicomico County Policy and Procedures 

16. Audit Requirements 

x None Q Slate Q Federal Q Independent 

17 Is an Index System used7 If yes, explain briefly and describe requirements 

x Yes • No 

These are filed numerically as they are received 

18. Recommended Retention 

Retain 2 Years then Destroy 

19. Name and Title of Preparer 20. Telephone Number 21. Date 

Deborah A. Brannan 410-548-4891 01/09/2013 

DGS 550-4 (Rev 1/93) 


